







February 14, 2013 


Reporting Holiday Time with Self-Service Time and Attendance (SSTA) 

With SSTA, employees need to report holiday time. Holidays do not default into the work schedule. 

You report holiday time the same way you report leave time. The most commonly used time reporting code for 
holidays is “HLN” (Holiday Pay - Normal). Here is a brief overview of holiday time reporting codes and when 
they are used. 

Holiday Pay - Normal (HLN) 

Use HLN when a holiday falls on a regularly scheduled workday and you are not required to work. 

Holiday Comp Time Earned (HWC) 

HWC is used when an employee is required to work on the holiday or the holiday falls on the employee’s day 
off and will earn compensatory time in lieu of holiday pay. 

Holiday Extra Day Paid - No Retirement (HLP) 

Use HLP in the rare situation where your agency has authorized you to receive both REGULAR pay and 
HOLIDAY pay in lieu of comp time for the holiday worked, or to receive additional pay when the holiday falls on 
your scheduled day off. 

Holiday Extra Day Paid - Retirement (HOL) 

HOL is used for police officers, firefighters, and correction officers only. HOL is used when your agency has 
authorized you to receive both REGULAR pay and HOLIDAY pay while working on the holiday. 

If you have any questions, please contact the MassHR Employee Service Center at 617-979-8500. 
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